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1. GENERAL 


a. The purpos 


e of exit clearance processing is to ensure that the 


Agency's obligations to the departing individual and the individual's 


obligations to the Agency are properly discharged, 
—windiniceel separatey from the Agency or Pesteen 

60 calendar days or more, /hey iy F ui 

ame Government property "leaped ot ge 


on extended leave of | 
to return or account for 


Before am 1baridin ale 


4a 


d emg Agency or other Govern 


ment records which are in ts. possession; arrange for settlement of \ 


any inde 


bpedness to the Agency; be informed of any benefits (hospitali- 


zation,nsurance, accrued annual leave, etc.) to which Gteemeseeiie en- 
titled; and be briefed regarding cover, security, and -ame special 


Gisabanees 


eiewkenmay hgld. In order that these obligations may 


be discharged in a timely and uniform manner, individuals must give 


notice of 
leave as s 
their last 


their intended separation or obtain approval for extended 
oon as practical, but at least two weeks in advance of 
workday. Failure to give adequate notice may delay ‘#ie 


final settlement of pay, leave, and retirement accounts for an ex- 
tended period of time after departure. 


b. This handb 


x 
ook applies to staff personnel, Type @ contract employees, 


and civilian and military personnel detailed to the Agency whose exit 


processing. 


2. PROCEDURES 


a. STAFF EMPL 
' PERSONNEL 


(1) 


is handled in headquarters. 


zi ES 
OYEES, TYPE @ CONTRACT EMPLOYEES, AND DETAILED CIVILIAN 


The administrative officer of the component to which the eme i a:tedtul 


ployee is assigned will: 


(a) Notify the Personal Affairs Branch, Benefits and Services 


Division, Office of Personnel at least two weeks before 


the empieyeeds last day of duty, or immediately if the vad 


empieyee fails to give two weeks advance notice, and give 
the following information: 


AF 


YE ude t wad : 


(1) Bmployeets #211 name and any, other y trug names (not - 
pseudonyms) under which the “Sab 186) has been-empieyed vio * 
in the Agency. 
(2) Serial number. 
(3) Project number (formerly FAN account). 
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(4) Grade. 


(5) Funds from which paid vouchered or confidential). 


(6) Reason for separation or extended leave. 


(bo) Schedule a preexit interview for staff employees with the 
Professional Placement Branch, Staff Personnel Division, 
Office of Pa ee for weiie§ sO s and above and the Clerical 
Staffing kei, for G5- 6" s and below; a preexit interview 


is nok Pega for employees departing on exaeneed leave. 


25X1A(c) Prepare Form 1152, Request for Personnel Action, for staff 


d detailed civilian employees, as required by 
in sufficient time to reach the Personal o— 
Affairs Branch before the employee's last workday. 


(4) Notify the Gereifieatien and Idatser Division, Office 
of Finance if, according to the records of the component, 
the employee has received, used, or been a custodian of os 
Agency funds within six months preceding the date of a 
separation. 
Contyal Caver am 
Basmae (e) Notify the Gover-end Commercial Staff of the employee's 
pending departure, obtain instructions regarding the —_ 
maintenance of cover legend as appropriate, and schedule . 
an appointment for an interview. 


A four 

==: (f) Gdésre the employee wa m 642 entral Emergency and 
Locator Record, & oo OT bee taker it to the Personal 
Affairs Branch on S ase workday. 7 

(g) Provide guidance and assistance to the employee in -his 

preparation of a written summary of hie Agency employment. 
The administrative officer will submit the draft summary 
to the following for review and approval: the employee's o~ 


had ever served under cover; and the Office of Security. 
After final approval of the summary, the administrative 
officer will. give the employee a separately typed copy 
of the text of the approved summary and wi send the 

original with the approval signatures to the Office of 
Personnel for permanent retention in the Ls 
@fficial #4 


\ _—> Career Service; os¥ee arta Commercial Staff,if the employee 
_—> 


|LLEGIB 


(n) Notify she : 
of an employee's contract. 4 
(2) The Personal Affairs Branch will: ae 
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— notify all clearing components by "Weekly Advance Notice 
of Separations” of the pending separation or extended leave; 
(6) cbtain from all clearing components positive rersgigeyion 
or certification that the employee has satisfied Phecions “ cae 
ligations to the Agency or has made satisfactory arran--- 
BCU EY 3 
ments to discharge them. If appropriate eG 
Form 21, Final Clearanre P--- 
ponents .fe-~ 
z anstruct ang 
atvexit™ “processing ertify the a 
deg FAY ve to or 
pf kondset ene is ae or gf-Per Sonne os "ean be andi 1 
eae Dye for report ™S.4q4 or furnee office 
° u ion ne : 
a mail, “addressing 20505) went a Form 55> 
CIA; Washingt -.vup Life,Insurance Act- S standat Life 
AO aa uch @ 1 Group About 
Federal” Emr rms, > oyees e€ | 
en ry £0 1 Emp 1 Emp tion 
ay. ecess4 era federa applic@ 
fou 1oye any vile eC» tice to 28025 
emp n Prt , Form 2 
« }eive the convet $+ rq Form standat vaserance = 
edye/8 rice £ ‘: taoat ion} : d on vt and request that -t¢< 
MMsurance A Compens@ De eduction: tha return +0 the Personal 
nempLoymar ¢ petirem - wich the completed forn; a 
n “5 
x Retw flee so 
Fo Ceys veview the.. leted Form 21 to ens soE Bes cet 
clearances have “béen prone) — equire cation 
4 all t tertifl 
plete the cert+t* sure tha jet the the ' 
a4. to oer. 4 mp q forwat 
d Form eeit ey ot fice 0 
compleve verified OF tom of FOTH 402, to the 
previ erly e bo m ; 
(FYI) eve be ded ae standard For 
a yi s 
jn the d when approp : ~. CHaNges to the 
form, tention ee 
. e for re ~.aucn, Control Division, Office 
Financ —wuere the information is coded and sent to 
‘ une Office of setme--Computer. Support: DDMBS.- 
Sora Data. Provessina’ A a eee ? 
(3) The Professional Placement Branclf will, upon receipt of noti- 
fication from the administrative officer, schedule and conduct the 
preexit interview for an employee in grade GS-07 and above. 
ee Ce eS ee es be Oo. Others gh I 
(4) The Clerical Staffing Branch will?-upon receipt of notification i 
from the administrative officery schedule and conduct the preexit , 
interview for an employee in grade GS-06 and below. 
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uy 


we aay APE sheraT 

The Office of Finance willy Gevaiee to pay the eee any 
monet due kee and, "i ifaebted te the AgenCyzn, arrange rn 
with.him—the-manner~of repayment a OA apn Bt og dren Zl? Ae 


The Office of Security will 


(a) obtain Agency badges from departing personnel and deter- 
mine that all badges have been properly accounted for; 


(b) conduct the empdoyee!s security briefing; 


ch ne, he 
(c)  demand—and recelve-from. the employee all classified and” 
unclassified documents and material remaining in pos= 


session, custody, or control that are the acoperty of CIA 
or the custodial responsibility of CIA; 


(d) +teke.te-necessary steps~to recover badges and, if re- 
quested, other documentation issued by or for the Agency 
if not surrendered on the last workday by the employee. 

Carttol Cover. 
The Cever—and- Commercial-Staff will 


4 


foes, Lope a 
(a) in collaboration with the component to which the -emplayee 
is assigned, determine whether any previously es- 
tablished, coves -¥ WL i be maintained. If so, @iveuthe.amployee 
instructi ong; fegar ing the cover legend to be used, int. 
generei—and~for—fiding- income tax returnss ‘ 


mation to the Gempe hepeenrrds Division, - 
within two weeks following the “date of Separation, or as 
soon as possible thereafter.., 

SS dusbitent 


Contipestion 


The employee will 


(a) prepare a éeeft written summary of we Agency employment 
for appropriate review and approval as delineated in 
paragraph 2a(1)(g) above; 


(b) report to the Staff Personnel Division for 7 reece: inter- 
view; as-seheduledy 
ow lg 


hk 
(c) on @&ezlast workday turn in histregular badge to the Office 
of Security receptionist, obtain a temporary "No Escort" 
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badge, and then report to the Personal Affairs Branch wit 
shmgse Personnel Emergency and Locator Record, Herm-642, for 


we final exit processing; 
Cork cal Caevex 
(a) report to the overssnd Commereial Staff for an interview as 


instructed; 


External Rawihes Branck See vRitry surrert 
(e) report to the Employee Activity Breneh, Personnel 

seeurity Division, Office of Security for an interview 

as instructed on =. last workday ; 


(f) report to other components as—instructed-se-eomplete fZA 
veqttred clearances and return the completed Form 21 \ 


— to the Personal Affairs Branch before departing the Agency. 
bd. STAPF EMPLOYEES, TYPE I CONTRACT EMPLOYEES, AND DETAILED CIVILIAN 
PERSONNEL WHEN CLEARANCE MUST BE OBTATNED IN ABSENTIA 
— (1) The administrative officer of the component to which the er ee re | 
euployee is assigned will , 
(a) notify the Personal Affairs Branch as soon as possible 
of the separation or extended leave following procedures 
specified in paragraphs 2a(1)(a), (c¢), and (d) above; 
, Caetrel Caver 
(b) obtain from the Cover ewé-Commercied, Staff and forward 
v to the employee instructions regarding the maintenance 
~~ or elimination of cover legends as appropriate; 
/ (ec) ensure that the employee receives required documents, 
/ such as Standard Form 56, Agency Certification of 
! Insurance Status; and Standard Form 2802, Application 
: for Refund of Retirement Deductions, coordinating this 
action with the Personal Affairs Branch. 
boas (2) The Personal Affairs Branch, in cooperation with all clearing 
components, will ensure that tee clearance processing is 
completed. 
; (3) The Office of Security will Sampm~sbeps—® re- 
sees, cover all documentation (including badges) issued te-the 
enpleyee by the Agency. 
c. DETATLED MILITARY PERSONNEL 2s et 3 ‘ 
che LP fea EE er et) 
(1) The Military Personnel Ga) ae of Personnel will 
(a) notify the administrative officer of the componment to 
which the military detailee is assigned of the effective 
date of separation; 
~ 
Revised: 18 September 1973 2 
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(b) conduct the military detaileets preexit interview; 


(c) prepare Form 21 and obtain from appropriate components 
of the aces HS positive verification or certification Se 
that the aa ce has. satis#ted Se obligations 
ILLEGIB to the ee has—maae satisfactory arrangements to 
discharge themy “427 @22~ mm «5 i 


Ah 
(a) schedule the military detailee five days before wkd last 
workday for a OS. oe a with the Empioyee- Activity 
Branch, fore <a -« foe. Evlermal Achwiies 


(e) prepare Form 1152, Request for Pers el Action, in } 
accordance with a ce Poa ce Owe 
25X1A 


(f) review the completed Form 21 after-the- mi} itary detailee 
has. visited the fetéssary- components on ieee last workday 
to ensure that all required clearances have been properly 
verified or certified, complete the certification in the 
space provided at the bottom of Form el, and file the 
form in the military detailee's Agency file; 


eX 
(g) conduct the miditery-detaileets final exit interview@+ kM +@%ae. vs 
jand_at that time retrieve his’ Agency badge end-return 1% (.%e fe 
fwoimedto the Imployee-Activity Branch, Office of Security; 
Tlerna Retithes 
(h) in the event it becomes necessary to obtain clearances 
on a military detailee in absentia, ensure that the 
clearance processing is completed. 


(2) The administrative officer of the component to which the 
military detailee is gee reee’ will lel 
Audit Crtifeiglion, _ wile! ad 
(a) notify the Ca eka and Fonsi Diytéion, Office 
of Finance, and the Gever—anrd—Comnerci ad Staff and any Yaa 
\ Agency components which issued a special clearance still 
held by the military detailee; 
wrsttek 
(bo) ensure that. the military detailee has satisfied byes ob- 
ligations to the component to which teem assigned or has 
made satisfactory arrangements to discharge them; 
(ce) obtain all internal clearances required. 
(3) The Office of Finance will arrange 3 Lo Pay the military detailee 
any moneys due wim, and if remmezindepted to the Agency, arrange FOU 
ig.the mannerzer repayment. om 
arly mr 
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(4) The Office of Security will 


(a) conduct. be cael Meese, security interview; 


af 
ote a a 
(b) demand—and-receive from the military detailee all clas- 
ified and unclassified documents and material remaining —« . 7% 


ae s 
ra herbie nisBBOE5eS 310%, custody, or control that are the 


property of CIA or the custodial responsibility of CIA; 


(c) receive from Mebiiisetien—and Military Personnel Gyanhs one 
ta&: Agency badges turned in by military detailees who have 
cleared the Agency in person and determine that all 
padges have been properly accounted fore 


(5) 


of the Agency unless such documentation has been surrendered 
to another Agency component. 


(6) The military detailee will report to the component to which 

: assigned and to other ‘components of the Agency as.dnstrueted 
“bo—obtein-requived- clearances and witli return se completed 
Form 21 to Mebidtzation-and Military Personnel Bixteien on 


hie last workday. brindle  amemannidh 


STAFF "AGENTS 


—<. 


(a) The administrative officer of the component to which 
the individual is assigned will 


— 


notify the Contract Personnel Division ,-@ffice-of 
Bersonnel as far in advance as possible of the 
individuads—pending- separation; 


(2 


a :/ (2) prepare Form pre Re uest for Personnel Action, P5aX1A 
i fssin sufficient time to 


reach the Contract Pérsonnel Division before the 
individual's last working day; 
are Capt: ia 


(3) notify th Siepciaeieeesation and es 


Division BP tH the pending “separation; 


, 
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2a(1)(b) 


(4) notify sme Central Cover Staff of the pending 
separation, obtain instructions regarding the 
maintenance of the individual's cover legend as 
appropriate, and schedule an eppotnument for an 
interview; 


25X1C (5) if appropriate, request direct refund of retirement 
deductions. by MY obtaining the concurrence 
of the Central Cover Staff and the Office of Personnel. pn 


(b) he Contract Personnel Division will 8 


(1) obtain from all clearing components the positive veri- 
fication oF LIN deans that the individual has 
satisfied ‘time bligations to the Agency or has made 
satisfactory arrangements to discharge them; 


(2) ensure that the individual receives necessary forms, such 
as Standard Form 2802, Application for Refund ce Retire- 
ment Deductions; 


Z25X1A (3) if the individual m t in person to any component | 
(see paragraph or regarding the appr val, iret aaae ao 
muist-be..) ie staff agents nso, sovert ee 
CTA ped dines) eee He, 21, Final Clearance ; 
Record, vite suc compencnte indent and request thatfe@r 


she report to those officesWand return to se Contract 
Personnel Division with the completed form; 


( 


(4) forward completed Form 21 and, when appropriate, Standard 
Form 2802 to the Office of Finance. as 


(c) The Office of Finance will arrange to pay the individual any 
moneys due tm: and, if eae 


@d to the Agency, arrange for 
eau -- >nul mepayments 


\ (a4) The Office of Security will 


(1) conduct the security interview; 
(2) demand and receive from the individual all classified ; fre 
and unclassified documents and material remetmimnge in r++) Aue.) 


ssession, custody, or control that sre the 
property of CIA or the custodial responsibility of CIA; 
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take-the-mecessary steps to-recover badges, and, 
if requested, other documentation issued by or for 
the Agency, if not surrendered on the last workday, - 


by—the~dndividual. 


at 
[ro 
~~ 


(e) The Central Cover Staff will 


(1) in collaboration with the component to which the ' 
individual is assigned, determine whether any 
previously established cover will be maintained; if 
so, give the separating individual instructions re- 
garding the cover legend to be used+in-general and 
—fonefiding income tax returns. J 


25X1C 


Office of Finance within two weeks following the date 
. of separation, or as soon as possible thereafter. 


(2) Conversion to Staff Employee 
ploy 
(a) The administrative officer will 


(1) notify the Contract Personnel Division as far in ad- 
vance as practical of the agent's conversion to staff 
employee 3 


; ; : 25X1C 
(2) prepare resignation act: and excepted 
appointment action on Form » Request for Personnel 
Action, in true name, for processing through appréprtate- 


offices. A request for assignment of cover should 
be made in Section 18 of Form 1152 when conversion is 
to vouchered funds; 
or har 
(3) ensure that the individual changes hisACredit Union F 
account ,sm@chospiteli zattom,and Agency insurance ate! < 
poticies to true name; 
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(4) notify the Office of Finance and the Central Cover 
Staff of the iméividuatl’s pending conversion to. — : 
staff employee status. : 


(bo) The Contract Personnel Division will 


(1) request security approval to convert the individual 
to staff employee status; 


(2) request the issuance of a staff employee badge. 


(3) Separation in Absentia 


(a) The administrative officer of the component to which the wee 
individual is assigned will a 


(1) notify the Contract Personnel Division as soon as 
possible of the separation, following procedures 
specified in paragraph d(1)(a) above; 

(2) ensure that the individual receives required documents, 
such as Standard Form 2802, Application for Refund of 
Retirement Deductions; . 


(3) obtain from the Central Cover Staff and forward to : 
the individual instructions regarding the maintenance 
or elimination of cover legends as appropriate; 


(4) in cooperation with the Contract Personnel Division 
ensure that the clearance processing is completed; 


(5) forward completed Form 21 and, when appropriate, 
Standard Form 2802 to the Office of Finance. 


(b) The Office of Security will tbeke—the-necessary steps to- 
recover all documentation issued by the Agency (including om 


\ badges). 
3. POSTSEPARATION PROBLEMS 


Any Operating Official or Head of we Independent Office who encounters 
a postseparation problem concerning a former employee may refer the 
problem to the Director of Personnel, who will review the case with the 
official or officials involved; devise, in consultation with those. 
officials, a course of action for settling the problem; and prepare and 
coordinate official correspondence regarding the case. This does not 
prevent Operating Officials or Heads of Independent Offices from 
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corresponding directly with separated employees concerning problems 
relating to their specific areas of concern provided such correspondence 
is coordinated with the Central Cover Staff. Lo avoid possible conflict 


of information, copies of correspondence seus 
former employee's Official Personnel Folder. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


DISTRIBUTION: AB 
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Fo. 
SECRET g 
(When Filled Inj 
FINAL CLEARANCE RECORD 10? ofpice of Finance 
EMPLOYEE SERTAL NO. NAME OF -EMPLOYEE (Last- first-middie) FINANCIAL ANALYSIS NO. 
| orrice oF ASS | GNMENT —- arty ee WORK DAY EFFECTIVE DATE (Separation) 
Cc RESIGNATION C) CSC RETIREMENT CQ atuen (Specify): oo 


REASON FOR CLEARANCE 


0 EXTENDED LEAVE a) CHA RETIREMENT 


_VERVFICATION OR CERTIFICATION OF OFFICtALS 


(CERTIFY THAT 1 HAVE REVIEWED THE RECORDS OF THIS COMPONENT ANU, EXCEPT AS INOICATEO. THE EMPLOYEE NAMED 15 CLEARED 
OR HAS SATISFACTORILY DISCHARGED HIS OBLIGATION TO THIS COMPONENT. 


ROOM NO, & BLDG. | CLEARED BY INITIALS 
OFFICE OF LOGISTICS ; ‘ oo, 
CENTRAL PROCESSING BRANCH, OP 
MAP LIBRARY OIVISION. OBGi | 
pce CRS 
ae - 2 


REGISTRAR, OTR 


COMMO SECURITY 


ee re foe 


RECORDS. [SD 
} { 


Jee tal CLEARANCES, OS 


CREO!T UNION, OP 


1 = : shares 


INSURANCE BRANCH, OP 


} + J pepe s ee _—~. 


CENTRAL COVER STAFF 


OFFICE OF SECURITY 


+ - — a 


OFFICE OF FINANCE 


VOL. INVEST, PROGRAM, OP 


PERSONAL AFFAIRS BR. OP 


ieee Sere : | ers | ie 


“CERTIFICAT TON AND FORWARDING ADDRESS OF SEPARATING EMPLOYEE _ 
NUMGER, STREET. CITY. STATE. ZIP CODE 


FORWARDING ADDRESS cc 


| CERTIFY THAT TO THE BEST OF MY KNOWLEOGE AND BELIEF, ALL GOVERNMENT PROPERTY AND RECORDS ISSUED TO ME HAVE OEEN 
RETURNED OR HAVE BEEN PROPERLY ACCOUNTED FOR AND THAT [t AM NOT INDEATEO TO THE UNSTED STATES GOVERNMENT WHATSOEVER 
AS A RESULT OF MY CONNECTION WITH THE AGENCY. 


Ss IGNATURE OF EMPLOYEE 


THE ABOVE INITIALED COMPONENTS HWAYE GIVEN POSITIVE VERIFICATION OF TIE FINAL CLEARANCE FOR THE DEPARTING INDIVIDUAL, 


DATE APPROVED OFFICE OF PERSONNEL APPROVAL 
FORM USE PREVIOUS J . 
seme 3 ees ena tee SECRET E=2, (MPDET CL OY; 07622) = (*"*? 


Figure’ 1 
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